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ST rity Information

Personnel and Career Service Branch/Admin, §taff/Fl

L taffing

The Personnel and Career Service Branch of the FI Staff is composed of '
six positions, presently incumbered as followes

(rade Position Incumbent Grade & Tibtle
(i5=13 Pergonnel OLficer Gane a8 Slot
as-12 Personnel Officer, Beme as Slot

Career Menagemont 25X1
-9 Pergonnel Officer Seme as Slot
(S5 Secrstary-s teno, Seme as Slot

#(8 =5 Hall and File Clerk Sern 89 Slot

oS-k Clerk-Typing Same es Slob

*Hote: Presently shown on T/0 in 0ffiee, Chief/Admin Staff/FI, bub to be in
Personnel and Uareer Service Branch on new 7/0. L

NHGTJ:_(_@Q
1. The Personnsl and Cereer Service Vranch has 8 twofold responsibility:

&. Career Mansgement of all FT designsted personnel in the Clandestins
Services and :

b, Personnal manape of all personnel essigned to the FI Stefl (i__ri‘hli“‘-
a current T/0 of uhether of FI cureer designation or others
(1.e., admin., clerical, and support, ete.) :
2. Major funcotions are defined ss: ;
8. Reviews 21l official personnel actions affecting FI personnel.
be Gerves as suxiliary undt to the FI Career Service Board rby mnihriﬁg
and sdvising on sselgmmonts of personnel treined and experienced in
forajgn intelligence operations, ' N

¢. Devalops and ensures adherence to atendsrde of recruitment for the:
performance of the FI mission. e

d. Malntaine a card index of &ll FI personnel.

3. The training element which is involved in the personnel and emer.iaénaga?'
ment program is organizationally situated in the Operations Diviston. The
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training fupnction in FI Staff includes the siaff responsibilities con-
esrned with ihe formulation of FI training policy as well as asaisting,
from the traiping viewpcint, in the planning and execution of the
Carser Jervice Program for FI personnel.

L. The Chief, Plans Staff, acts as the FI Contract Approving officer and
spproves all contract agenmt, cereer agent, and field sgent contracts
connecled with the performance of the ¥I mission.

RECORDS BALNTAIMLD

1. ¥ajor records maintained in the Personnsl and Career Service Lranch sre:

osxg &, Carser Service Bosrd Hecord - Tub files of Form 37-16 cards, Sxi*
$otaling spproxinately Ll card records of FI career designeted em-
- ployeess including staff agents (in pseudo)}. iany of these records
are old O0SU type formp and a detail of three employees are presently
engaged in converting to the newer form and verifyimg recorded dets
by checking records including the agency Pesition Tnventory Hecords.
Blue cards of the same type are used for personnel working in ¥I who
have carser designations other than FI (i.e., Perascupel, Budget, ste.).

b. Staff igent File - Card record (Form OF-Lb), containing the neme of
the 5#? igent, in pseudonym, grade and position, and number of
pseudo {mubered true nsme file kept elsewhers in FI).

¢, Fosition Inventory Record - A plain white SxB cerd record of &ll slote
and Incunbents on the FI Staff, arranged in T/0 sod orgenimstional
slexent sequsnce. Cards contain slot number, position title, classi-

floation code mumber for position, name of incumbent, together with
postings, beginning at top of all imdividual personnsl sctiens.

d. Senierity File - 3"x5* card files totaling approximstely ! 25X9
srranged by grade, showing name, grade, date of grade, and title of
sach FI career designated individual.

e. Personnel Actlons File gss&; - Loose~leaf binders contalning copies
a1l personnel actions flowing through FI Staff on FI career desig-

nated individuals. Xept separately by menths snd divided into sec~
tiens Yy ty of action (assignments, promotions, trensfers, separa-

tions, s#tc.). Record is used to mske monthly summary report to
Chief/Admin/FI.

f. Perscunel ictions Fils 253.2 ~ Loose~leaf binder contalning coples of
personnel actions on & Agente (in pseudo, filed alphabetically). -

g Individusl Perponnel File Folder - Individual file folders (toc sven~
s which is filed, on the lsft side, memorands

25X9
‘a‘
Security Information

Approved For Release 2006/11/01 : CIA-RDP57-00042A000100270004-5



25X9

2

Approved For Release 2006/1 1%@.@%@0042A0001 00270004-5

- | Security Information ™™

summaries and coples of correspondence pertalning to career servics
sotions, and on the right, copies of the Fersonnel (ualifications
Guestionnsire, TL/P Persomnel lata Sheets, Mersonnel :valuation
Reporte, and Training Ivalustions.

Position Inventory Hecords, (Form OF- maintained in the Records

Integration Division on approximately individuals. These are office
records supplemental to these maintained in Personnel and Career Servics
Branch., '

‘3-
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% Individusls comcerned with personnel functions of FP & teff only.
## Tndividuals concerned with Career Mansgement Functlons of all Agency PP
personnel.

¥otes Position titles proposa& in the new T/ are, in the mein, those
presently held by the incurbents. The position title of [} Slot 23, 25X1
is presently Intelligence “fficer,

FUNCTIORE

1. The Personnel and Career  ervice functions of the PP Staff are to be
separsted organizationally (in the nevw T/3) as indicsted by the stalfing
shove. “eparate functionz are:

8. Those performed ty the two individuals in the Administrative Section
(Slots 1l and 15) which involve the persconel management of all per-
gonnel ssaigned to PP Staff, both TP and non-PP career categories
[ |on the proposed T/0), snd

b. Those performed by the four individuals in Slot numbers 9, 23, 2k
and 25, the latter three being in the Career Service group with the
Teputy txscutive Officer (Slot ¥o. 9) slsc serving as Career Xanege-
mant “fficer. These functions include the Career Hanagement {Poard
' ¢ eoretariat duties) of sll F¥ designated personnel in the Clandestine
25X9 : Services, which total approximately [ ]

25X9

2. Hajor functions aﬁ' the Carser Service slement ere to:

s. Heview of all personnel actione affscting career designated PP per-
sonnel.

b. Serve as suxilisry unit to the PP Cerser fervice Bosrd by monitoring
and advieing on sssignments of psrsonnel trained and experienced in
psychological warfere operations.

¢. Develop and ensure adherence to standards of reeruitment for perfor-
mance of the PP mission.

d. ¥aintain records, including = Caresr card index {Form 37-1€) of all
PP career designeated personnsl. _

€. As PP Contract Approving Nfficer the Career Mansgement afficer
{Deputy E0) will spprove 21l contract sgent, career agent, snd field
sgent contracts connected with the performance of the PP mission.

3. The training slement which is involved in the personnel snd career mansge-
' wment program is organizationally situated in the Cperations Division, FP.
The treining function in PP Staff includes the staff responsibiiities

concerned with the formulation of PP treining policy as well as assisting,

-2‘
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from the treining viewpoint, in the plamning end execution of the Career
Service Program for PP personnel.

RECORDS PAIRTATI YLD

Personnel Records Yeinteined in Admin/io/PP
X714

1. Position Inventory Record - S*x®® cards (plain white) PP &taff personnel
al Tesdquarters shows 1ot mmber, grade, position title, incumbent eor
status, and treining courses completed. Cards sre tabbud to indicate
military peraonnel, doudble slotting, pending in, pending action, follow-
up or suspense, FER pending, blocked, and pending cut.

2. Perscmnel File Folder Control - 3"x5% gontrol card om officiel personnsl
‘m FE - o

3. Lecator Cards - I3M cards showing nsme, eddress, and telephone number of
persomel.

k. %ndﬁvﬁ.ﬁu}. §ameﬁ,1 File Folders - PP 2taff personnel, filed alphabeti-
» oon s Tr ng Reguestis, coples of Fersonnel Evaluation Hepeorts,
Porsomnsl ictiong, miscellameous correspondence, security vielations,
travel orders, and travel vouchers.

§. Contrsct g ers g_%l Files - 3*x5* card forms indicating sumasry informa-
or on of the contract check sheet.

CARESR MANAUEMIHT RECORDS MATNTAINED IN CARGER SERVICE/EO/PP STAFF

Though the following records are in the process of development, it is -
indicated they will be substantially as described. It is noted thst the
Caresr Service Folder {2 below) will dupliomte the PP Steff persomnel folder
maintained in the 2dministrative Section. The duplication, if continued,
will amount to only that portion of the T/0 of |__p_|dasigmtsd sz Ch PR,

i. Geperal Piles - Contains seneitive dooumsnte on personnel, carser manage~
ment information, Board agenda and actions, returnee reports, machine
rans, ste,

2. Individusl Carver fervice Folder - lswelopment of this file is in procees.
il sventua otal approximately files and replsce or supplement
Perscnnel files (Pp). ¥iles will contsin Personnel l'ata Sheets, coples

of Personnel ‘ctione of Career “ervice Nosrd (PF) actiens, Fersonnel
Fysluation Reports, Trainming Evaluetlions, recuests, ate.

o

3. Csresr Ssrvice Poard Record - S"x%" cerd files (Form 17-1€0) presently
sveloped, w eventuslly totel approximately files.

3=
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LOCATIOR aND STAFFING OF THE PERBONNSL ARD CARBER MANAGEMENT
FUNCTIONE OF PARAMILITARY CPERATIONG BTAVY

l. The Personnsl snd Career Mansgement funetions are performed in the Admin-
istrative Division/i¥ and are twofolds ‘ |

&. The Career Nansgsment of M designated personnel in the Glandes-
25X9 tine Services (epproximate: | and /

259 b, Personnel Menagemant oﬁl personnel assigned to the PK Staff (with

& T/0 of approximately
2. The functlons of Cereer Hansgement (pars. la. sbova) sre performed by:

Grade Position Incushent Orads & Title
g&8-13 Career Management Officer (8-12 Cereer Hansgement Officer
G8-5  Clerk Stenographer -k Clerk-stenv '

3. Hejor functione of Career Management ere defined as:

a. Reviews all officisl personnel actions affucting FP/Personnsl and
takes action (without referral to Career Service Board) on all cases
involving GE~12 and below.

b. Serves as an auxiliary unit to the M Career Lervice Board by moni~
toring and sdvieing on assignmente of personnel trained snd oRpEr-
ienced in paremilitery operation.

¢, Haintains an individusl persomnel file and & Ssreer Card Index
(Form 37-16) of all P designated personnsl.

ke The funobions of personnsl managemend (pars. 1b sbove) are performed byy

Orads Fogltion Incumbent Grade & Title
G-12  Administretive Officer W Geme a5 the slot 25X1
{Clexrk stenc ssaistence from Adely on pert time basis)

The najor funotions performed in personnel menagement in FM involve
meintenance of records, processing of action, follow-up on the applica~
tion of training standsrde, preparation of reports, ate.

S« The function of PM Contract Approving Officer for sll Contract Agents,
Career Agents and field sgents, connected with the performance of the
PM Mission, is exercised by the Chisf, Administrative Division/PM.

Security Information

Approved For Release 2006/11/01 : CIA-RDP57-00042A000100270004-5



é.

1.

2.

i‘ 3.

Approved For Release 2006/11/01 : CIA-RDP57-00042A000100270004-5

g'écun'fy Information

The training element which is invelved in the personnal and caresr manage~
ment program is organizatiocnslly situsted in the OPOT Division/P¥. The
training functions in P¥ Staff include the stsff responsibilities con-
corped with the formulation of PM training policy as well as sssisting,

- fyom the training viewpoint, in the planning and execution of the Career
~ Servics Program for PM perscnnel.

BECORIS ?ﬂﬁ?&lﬁﬁ}}}

Major. Career “ervice records wmnined by the Carser Yenagement
officer srs limited to twos

B Careur fervics Board Record - Sxf card files (of Form 37-16)
Cereer designated personnel. Consiste of approximately 25X9
cards presently filed in a box alphabetically but to be arranged in
visidble trays Yy 7/0 slots. 259

b, Iﬁiﬁ.ﬁﬂ Persanml File Folder ~ Individual file folders, con~
taining PER ning ivaluatiens, copies of personnel sctions,
mmmhnu m:ining to the individual, Training Requests amd
DD/P Data Sheets.

Hajor personnel msnagement records maintained Yy the Administrative
Officer in the idministrative Uivision are:

a. Index of ™™ Perscnnel - Sx0 plain cards, visible index, filed alpha-~
ning the following information on P¥ etall per-
sonnel, whether of P¥ Career Fesignation or not. Yeme, grade, title,
birthdate and place, aducsdtlon, experience, langusges and foreign
trevel.

e % ¥ill Record ~ 5xB visible index of all military personnel 4n

» both headquarters and field {when under direct con-
trast of M Staff - such a8 Wer Planners) shewing name, grede or rank
and EOD Date.

8. ?ﬁ% Reeord - loose leaf file record in which is posted names of
personnel and detes specific training eourses are scheduled

d. ?uﬁ_ Status m - & cumulstive record of training completed
Bt personnsl listing types of courses completed.

wWith regard to Contract personmel, the Chief, Administrative Division,
P¥, a3 P Contract spproving officer, makes @ copy of the check shest
and maintains a file of nll such oopise together with coplies of sub-
sequent amendments.

'2'
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Personnel and Ceveer Hanspement Brenoh/Admin, Steff/rss
$ taffing

The Personnel and Cexeer Eervice Branch of the 78 &teff is composed of
three positions, presently incumbered as follows

Grade Position Incumbent Grade & Title

Ofi=-33 Career Management Officer B~13 Career Manugement
Officer

(89 Personnel 0Lficer 08~7 Personnel Officer
a8 -5 Secrotary-S tenographer G5~k Seoretary Steno.

25X1

FUNCTIONS

1. The Personnel end Career Mansgement Branch hes a twofold responsibilityy

8. Career Management of &ll TS designated personnel in the Clandestine
25X9 Services (approximately|[ | end

25%9 -bs  Personnel Management of all personnel sssigned to the TSG Steff
{with a2 7/0 of whether of T8 carcer designsation or others
(iee., admin,, elerical and support, ete.)

2. The functions indiocated, as well as the records maintuined ore integrated )
and duties are shared bty both the Career Managoment Officer and the For-
somel Officer. ‘

3. Funotions not performed Yy the FOM Branch include those pertaining to
covert associstes (which are performed by the Chief, Adwin. Staff, who
aote ag Contract Approving Officer for 785), tratning which is performed
by the Praining Ddvision/Tse.

KECORDS MAIRTAINED

Hajor vesords maintained for personnel snd career management purposes ares

8. Individusl Perscnnel File Folders - Maintained on &1l personmel with
25X9 ocaresr degignetions of 76 (epprox. ) as well as non-fGS designated
25X9 personnel (approx.[ }. Contains Persomnsl Qualifications Ques-
tionnaire DI/P Dats Sheets, FERS, Treining Evelustions copies of per-
sonnel actions and correspondence pertaining to the individusl.

b. Position Inventory ¥ile - Forms OW-Lb on all T8 personnel whether of ¥
25X9 TS “career designation or other (spprox.[ |«

—SECRET
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DD/P-Admin, (Pereonnel and Cereer Service)

Staffing

The DI/P=Admin. (Personnel and Career Service), is composed of peven
positions, presently incumbered as followss

(rade Fosition Incumbent Grede and Title
8«18  Aspistant Chief/Admin/fers. G6-15 Deputy Personnel
Drector (Spenisl)
05-1k Deputy Asst. Chief/idmin/Pers. ¢o-1k Admin. 0fficer
05-13 Career ¥anagement Of{ficer 0B=12 Pers. Officer
87 kdminietrative Assistant G8=-7 Admin. adsat. 25%1149a
G5 -7 Aduministrative Assistant (8-7 Admin. Aast.
08-5  Secretary-Sienographer 05«8 Secy.-Stenv.
8-k  Secretary-ttenographer 03«h Secy.- teno.
FURCTIONS

Mejor funotions performsd by key personnel are ss follows:
08~15 Asst. Chief/Admin/Personnal

Formulates and recommends I/P personnsl program, caresr servics, traine
ing end trsvel policies to DD/P Chief-admin, serves as member of Clandestins
Services Training Comsittee, responsible for travel policies, advises the DD/P
Admin-Chief end the DD/P on personnel matters and represents the LI/P Admin.
in Agency meetingse regerding personnel policy matters, supervises implemﬂn-
tation of & personnel end caveer service program within the DD/F.

05-1l Deputy Asst. Chief/Admin/Personnel

Serves as issistent to Asst. Chief/Admin/Tersormel. Hpecific duties in-
clude review of 7/0's submitted by ID/P compononts, serves e Lxecutive
Seoretary o the ID/P Caresr Survice Fosrd, participstes in formulating and
reviews policies of other DD/P Gereer Service Posrde, performs review of sll
surplus personnel prior to making available t¢ the Personnel Office, serves
se mamber of IM/F Junior Cereer Service Posrd, and reviews a1l actionsm prior
to submission to IU/P Board.

08~-13 Cereer ¥ansgement Officer

Serves as Cheirman to the Junior Career Hervice Roard, analyses ID/P
caresr service problems, and develope stendardized proceduree for DL/P career
seyvice boards.

SECRET
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g8~7 Administrative dest.

Serves as Ixecutive Secretary ic the II/P Clerical snd Support Career
Service Bosrd (Chairmsnship of which is rotated among ©enior “taff Represen~
tativee).

Previde sdministrative and secretarisl assistance to the group.
RECORDS

Ko records are maintsiped on individusls. Flles include minutes of
meetings of Cereer fervice Foards and general correspondence on matters
under eognisance of the group.

B
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